
Vendor Garnishments 

The software does not automatically garnish vendors.  The Garnish Flag in the Vendor Record 
will need to be turned on and an address added for the agency collecting the garnishment. 
Requisitions are set up with the Vendor, then payments are made to the Vendor AND agency 
who supplied the Garnishment Notice. 

Example of a vendor that has a 20% levy from the IRS  

Go to Finance – Purchasing – Vendors 
 

• Open Vendor Record 

• Set the Garnish flag to YES 

• Enter a Comment and/or Note about the garnishment 

 
 

• Create a second address in the Vendor Record for the garnishment payment 

 
 
 
 
 
 



Once the Vendor record has been updated, payments made to the vendor will have two entries, 
one to the Vendor and one to the Garnishing Agency. 
 

• When payments are entered, they will be put on hold with the “Hold:  Vendor 
Garnishment” Status Comment 

 
 

• Open Vendor Payment Record 

• Change On Hold Flag to No 

• Remove Status Comment 

• Save/Close 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 



• Open Garnishment Payment Record 

• Change On Hold Flag to No 

• Remove Status Comment 

• Change Vendor Address Number to 2 

• Save/Close 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

• Pay To Name will fields will now reflect Vendor and Garnishment Agency 

• Use Tasks to Submit Payments 

 


